What iIs meant by the words
"Digital Documents™?




Definition: Digital Documents

Quick Answer: Paper documents’ information that has
been imported into a computer for later retrieval.




The Basics: Definition of Digital

From the Latin “digitus” meaning finger or toe.
“Digital” became associated with counting
things or events because numerals under ten
were counted on the fingers.
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Digital basics

“Digital” came to mean using numbers to
describe events at specific times.
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Events are observed two ways:

Analog — observe and remember events as they continuously
happen. Example: remember watching the sun all day.

Digital — memorize only selected event pieces. “Glue” pieces
back together recreating event. Example: View sun at dawn,
noon, sunset. Fill in what happened in between those times.




Analog versus Digital

Analog — The overall event is remembered vividly but
there isn’t enough memory to remember all the details.

Digital — The few details are remembered vividly but
the overall event can only be approximately recreated.



Analog close-up and personal

Humans don’t analyze the world “digitally”, but love
sensing the continuously changing (analog) physical
world through sight, sound, taste, touch & smell.




Analog close-up and personal

Unfortunately all of
this human touching
(and sniffing) takes a
toll on documents.




Analog close-up and personal

Handling
documents
eventually

destroys them.




Analog close-up and personal

Documents can be preserved in vaults,
but the reader loses access to them.
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Analog close-up and personal

Also, the more documents there are, the
harder it Is to find what you want.
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Back to Digital

So scanners with computers create quick access
to documents’ information without damaging
the original paper document.
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“Digitizing” documents
What’s a scanner and how does it work?

A scanner is a filmless camera whose “eyes” scan (move)
across the document seeing dots as light variations.
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This is “digitizing” documents:

Each dot (pixel) i1s then given a numeric (digital) value
representing black/white to grays to millions of colors.
The pixels are stored in computer memory as pictures to
later be retrieved as document images for reading.

Each screen pixel is represented

by eight bits of remory.

computer screen
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256 colors (Color Look Up Table)
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Finding "Digitized” documents

Document image retrieval takes 5 steps.

1. Paper documents are scanned in as images.

2. Unique keywords describing each image are added.
3. All Is saved into a computer database.

4. The user searches the images using keywords.

5. The computer locates the keywords and displays any
associated document images. :
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Finding "Digitized” documents

Sample document search screen shot

hitp-//www onbase.com/english/downloads/HashDemo - Microsoft Intemet Explorer =1 3
Fle Edt View Faverites Tools Help | -
g . @ . M [ A S s g - B .
Back Fanward Stop Refresh ~ Home Search Favortes  History Mail Print Edit
Address I@ hittp://www onbase com.english/downloads/Flash Demo/ j =1 Go
@ OnBase - Microsoft Internet Explorer provided by Hyland Software, Inc. g@
OnBase
§ Previous Results B Mext Results £ Options
4 v P B I . i
| Document 4 |‘_| Yendor Invoice 1006 From COMPUTER HARDAWARE For PO, 10253653, in the amount of $1,666.66
¥ Document Retrieval i
Docurnent Type Groups
Accounts Payable ” aid| B
E

Cocurnent Tepes
4P - Correspondence

WP - Packing Slips

WP - Purchase Orders | L;-;" l_‘]Fil Width -:-J S

P - Requisition (E-FORM)
AP - Wendor Invoices

Frorm Tao

INVOICE

Keywaords Text i Mote

PoCL# = Computer Hardware, Inc. INVOICE # 1004

DATE: MAY 1, 2007

98765 Washington Road, Any City, Any State 02020
Phane 804,555, 0260 Fax 804,555.5421
info@computerhardware.com

Wendor Mame =

COMPUTER HARDwAHE

To  Joe Robinson SHIP  Joe Robinson

Vendor # =

Wendor Invaice # =
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o =
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YT Inc.

18500 Lorain Road

Any City, Any State 02020
Bi04-555-5000

T

XYZ Inc.

28300 Lorain Road

Any City, Any State 02020
BO04-553-5000

SALESPERSON PO NUMBER

DATE SHIPPED

SHIPPING METHOD

FOB POINT PAYMENT TERMS

|

/€] Done
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J @ Documert Imaging | Imagi...“@ hitp-//www onbase___ ha Microsoft PowerPoint - [Wl

T e ntemet

€39 5% 11:28am
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Finding Digital Document solutions

We are available to help all Salem County local governments.

Archives and 48 Vs

Records Management

October is Archives Month
The Division of Archives and Records Management is carrying out
the County's mandate ensuring County records are maintained in
accordance with New Jersey's public records laws.

Johnson Mansion, 90 Market Street
Salem, NJ 08079
Main: 856-935-7510 x8550
Fax 856-935-0961

archives@salemcountynj.gov .



Support for the Salem County Office of
Archives and Records Management
provided by the:

SI0OMN of ARCHIVES &

NJDARM

RECOR D MAMAGEME?R

Salem County Board of New Jersey Division of Archives
Chosen Freeholders and Records Management
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http://www.salemcountynj.gov/cmssite/default.asp?contentID=1
http://www.state.nj.us/state/darm/index.html

